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Welcome to TTE Travel & Expense 
TeamWorks Travel & Expense powered by Concur integrates expense reporting with a complete 
travel booking solution. This comprehensive Web-based service provides all of the tools State of 
Georgia travelling employees need to book travel as well as create and submit expense reports. 
Managers use the service to review and approve expense reports, Cash Advance Requests and 
Requests. Back-office employees use the service to produce audit reports, ensure Travel Policy 
compliance, and deliver business intelligence to help the State of Georgia reduce its costs.  

 

Section 1: Log on to TTE Travel & Expense  
How to…  Additional Information 

1. Log on to TTE Travel & Expense with the 
username and password provided by your Local 
TTE Travel & Expense Administrator. 

 

2. Access TTE Travel & Expense from the SAO 
website or www.concursolutions.com . 
 

 Your password is case sensitive.  

If you are not sure how to log on, check with your 
Local TTE Travel & Expense Administrator or contact 
the SAO Customer Service Center. 

You may even have access from your Agency 
intranet. 

 

 

http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173994264,00.html
http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173994264,00.html
http://www.concursolutions.com/
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Section 2: Login as a Travel Assistant  
Travel Assistants can make travel arrangements for another user and are “appointed” 
by that user. This is called “administering” for another user. 

 

How to…  Additional Information 

1. Login under your own credentials. 

 

 The My Concur  page displays and all access is as 
you. 

 
 
2. Click on Yourself.  The Select User to Administer dialogue box 

opens. 

 
3. Click on dropdown box to display a list of users 

you are acting as a Travel Assistant for. 
 Only the user can make another person a Travel 

Assistant on their behalf. This is done in the Profile. 

 
4. Select the user you wish to administer.   

 

 
  The system advises you that you are now 

administering for the user you selected. 

All the actions you take now are on behalf of this 
user. 
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Section 3: Logout as Travel Assistant for another User. 
 

How to…  Additional Information 

1. Click on the name appearing after “You are 
administering for:” 

  

 

2. Click on the down arrow in the Select User to 
Administer dialogue box. 

  

 
3. Click on Me in the dropdown list.   

 
4. You have exited Travel Assistant Mode.   

 
  Note: You are administering for whoever displays 

after “You are administering for:” As long as it 
says Yourself you are out of Travel Assistant “mode.” 
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Section 4: Make a Travel Reservation 

Step 1: Make a Flight Reservation 

How to…  Additional Information 
1. Go to Trip Search on the My Concur page. 
2. On the Flight tab, select one of these: 

• Round Trip 
• One Way 

• Multi-Segment  

  

If you have a car or hotel to book without airfare, 
use the corresponding tabs. 

3. In the Departure City and Arrival City Fields, 
enter the cities for your travel. 

 When you type in a city, airport name, or code, 
Travel will automatically search for a match 
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4. In the Departure and Return fields, select the 
preferred travel dates and times. 

 You can also select the appropriate Departure and 
Return times and time range. Travel searches 
before and after the time you select. 

5. If you need a car, select Pick-up/Drop-off car 
at airport. 

6. If you need a hotel, select Find a Hotel. Select 
search parameters. 

7. Select Non-Refundable. 

  

 

 

To view refundable and non-refundable options, 
select Refundable. 

 
 

 
 
 

 
 
 

 
 
 

8. In the Search Flights By field, Price is the 
default view. You will be able to view by 
schedule on a secondary tab in the results. 

9. Click Search. 

10. Flight search parameters can be changed in the 
panel to the right of the flight matrix to refine 
your search. 

11. Select flight from the flight matrix that appears. 
Click Show Details for more flight data and to 
preview seat availability 

 

12. Click the View Seat Map icon next to the flight 
to preview the availability of seats. You cannot 
book a seat at this point. The reservation will 
default to the seat preference set in your Profile. 

13. Select any green (unoccupied) seat and position 
the mouse pointer over a seat to see the seat 
number. 

 

 

 

 

 

 

 

 

 Policy Note: Refundable fares must be within $50 of a 
Non-Refundable fare. To search and compare pricing on 
Refundable and Non-Refundable fares select Refundable. 

Policy Note: Choose lower cost flights within  +/- 2 hours 
of preferred flight times when this fare saves $200 or 
more roundtrip. 

Policy Note: Choose connecting flights over non-stop if it 
adds 2 hours or less to travel time and saves $200 or 
more. Not required if change of airline at the connection 
point is required. 

Policy Note: Domestic flights – coach class only. 
Upgrades after booking are at traveler’s expense. 
International flights: Business class is reimbursable when 
the nonstop portion of the flight exceeds 8 hours. Do not 
include layover time. 

 

 

Click show details to expand flight information, to 
view fare rules and, if needed, to add or choose a 
different frequent flier program.  Travel 
automatically selects the corresponding frequent flier 
program from the profile, if available. 

Reservations within Georgia Travel Policy guidelines 
will display a green reserve button, those outside 
policy a gold reserve button. You can book out of 
policy, but will need to explain why in the 
reservation process. This is Audited by the State. 

You can change the seat after later in the 
reservation process. 

 

Select preferential seats (highlighted in yellow) if you 
have preferred status on the selected airline. Your 
frequent flyer number must be in your Travel profile. 
If you select a preferential seat and this information 
is not in Travel, your seat request might not be 
honored. 

Some seats are marked handicapped and can only 
be selected by a travel agent. If you are entitled to a 
handicapped seat, make sure your travel agent is 
aware of your situation. 
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Section 4: Make a Travel Reservation  
Step 1: Make a Flight Reservation (Continued) 
 
How to…  Additional Information 

 

14. Click the appropriate seat to select it, and then 
click Select Seat. 

 To change your seat, click the seat you prefer. Point 
to a seat to view the seat number.  

After you select your seat for a flight, you can either 
click Change Seat or select the next flight in your 
reservation. Travel will prompt you to save your new 
seat selection. 

15. Once you have made your seat selection, click 
Close.  Repeat for all flights. 

  

16. From the Shop By Fares tab, click Reserve to 
select your airfare. 

 Policy information appears next to the Reserve 
button. The Reserve buttons are color coded as:   

• A green Reserve button indicates the fare is 
within policy. 
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• A yellow Reserve indicates the fare is 
outside of policy. If you select this fare, you 
must enter additional information. 

• A red Reserve button indicates the fare is 
outside of policy. If you select this fare, you 
must enter additional information and wait 
for manager approval. The trip will not be 
ticketed until it is approved by a manager. 

 

Section 4: Make a Travel Reservation  
Step 1: Make a Flight Reservation (Continued) 
How to…  Additional Information 

 

Step 2: Select a Car 

How to…  Additional Information 

1. If you selected Pick Up/Drop off Car at 
airport on the Flight tab, you will see the 
results for the car search.  

 If you selected Automatically reserve this car, 
Travel will add your car and then display your hotel 
results.   

2. Select the appropriate rental car, and then click 
Reserve. 

 You can sort the car results to help find your 
selection. 

Yellow diamonds indicate preferred vendors and 
your preferred car type will be selected 
automatically.   
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Section 4: Make a Travel Reservation  
Step 2: Make a Car Reservation (Continued) 
How to…  Additional Information 

 

Step 3: Select a Hotel  

How to…  Additional Information 

1.  If you selected the Find a Hotel option on the 
Flight tab, the hotel results appear after you 
choose your rental car. 

 You can sort the list of hotels by Preference, 
Price, Rating, Distance and Policy. 

Depending on your company’s configuration, you 
might be prompted to provide the hotel information 
if you are booking a roundtrip overnight stay without 
a hotel.   

2. To filter by hotel chain, , enter the chain name 
in the With names containing box next to the 

 To filter by multiple chains, in the Hotel chain box 
on right, click hide all and then select only the 
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Sorted by box  

3. Use the filter options to narrow your search by 
Amenity or Chain. 

4. To filter by neighborhood, select the desired 
neighborhoods in the Neighborhood box on 
the right.    

chains you want displayed. 

 

 

A map of hotels appears at the top of the page. 
Your company’s preferred hotels are indicated with 
pink dots. 
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Section 4: Make a Travel Reservation  
Step 3: Select a Hotel (continued)) 
How to…  Additional Information 

5. Click the more info link for a specific hotel to 
find more detailed information for the hotel. 

6. Click choose room to view room rates.   

  

7. When you are ready to reserve your hotel room, 
click the radio button next to the desired room 
type, and then click Reserve.  

 The Reserve buttons are color coded as follows:   
• A green Reserve button indicates the hotel 

rate is within policy. 
• A yellow Reserve button indicates the hotel 

rate is outside of policy. If you select this 
rate, you must enter additional information. 

• A red Reserve button indicates the hotel 
rate is outside of policy. If you select this 
rate, you must enter additional information 
and wait for manager approval. The trip will 
not be ticketed until it is approved.  

You will see a notification if a hotel is outside of 
policy. You can view the type of rate and room, as 
well as other information that is available. 

A grey or yellow diamond indicates that the hotel 
property is company preferred.  

After clicking the Reserve button, the hotel 
confirmation page appears. 

8. Review the information on the Rate 
details/Cancellation policy pop-up window, 
click to agree, and then click Continue. 
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Section 4: Make a Travel Reservation  
Step 3: Select a Hotel (continued) 
How to…  Additional Information 

 

Step 4: Complete the Reservation 

How to…  Additional Information 

1. Review the details of the reservation, and then 
click Next. 

 From here, you can add or make changes to the car, 
hotel as well as change the dates of the flight.   

2. On the Trip Booking Information page, enter 
your trip information in the Trip Name and 
Trip Description fields.  

 The trip name and description data are for your 
record keeping. If you have any special requests for 
the travel agent, please enter them into the agent 
comments section. Some request may result in 
higher fees. 

3. Click Next.  The Trip Confirmation page opens. 

To make any changes, click on Previous and make 
your changes 

4. On the Trip Confirmation  page,  click Purchase 
Ticket if you are satisfied with your reservation. 

5. The Finished page opens. The record locator 
number and the Finished message appear on 
this page.  

6. Click on Return to Travel Center. 

 The Finished page opens. 

 

 

 

You are done. 
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Section 5: Cancel or Change an Airline, Car Rental, or 
Hotel Reservation 

Change a Reservation 
How to…  Additional Information 

 

 
1. From Upcoming Trips on the My Concur  page, 

click on the trip you want to change. 

2. Click Change Trip. 

 The Trip Actions menu appears. 

 

Flight changes are available for e-tickets that include 
a single carrier.  

If the trip is already ticketed but has not occurred, 
you can change the time and/or date of the flight. 
Your change options will be with the same airline 
and routing. 

Directly contact the appropriate Website, or vendor 
if you did NOT book your trip using the TTE Travel & 
Expense System. 

3. On the Itinerary page, select the portion of the 
trip you want to change. 

 

 From the Itinerary page, follow the prompts to: 
• Email your itinerary 
• Change seat 
• Change the flight day or time for travel (you 

cannot change the airline) 
• Add, change, or cancel car rental 
• Add, change, or cancel hotel 
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Section 5: Cancel or Change an Airline, Car Rental, or 
Hotel Reservation 

Cancel an Entire Reservation 
How to…  Additional Information 

 
1. From Upcoming Trips on the My Concur  page, 

click on the trip you want to cancel. 

2. Click Cancel Entire Trip. 

3. Click OK. 

 Cancellation numbers are stored with the cancelled 
trip information in the Trip Library. 

Cancel Trip dialogue box opens. 

 

 
 
  A Rate details/Cancellation policy dialogue box 

may open. Read the information presented. 
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Section 5: Cancel or Change an Airline, Car Rental, or 
Hotel Reservation 
Cancel an Entire Reservation (continued) 
How to…  Additional Information 

 
 

 
4. Select the checkbox next to indicate agreement 

with the vendor’s cancellation policy if 
presented. 

 Cancellation numbers are stored with the cancelled 
trip information in the Trip Library. 

The Continue button becomes active. 

 
 

 
5. Click on Continue.  The cancellation begins to process. 
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Section 5: Cancel or Change an Airline, Car Rental, or 
Hotel Reservation 
Cancel an Entire Reservation (continued) 
How to…  Additional Information 

6. Click on Continue.  The cancellation begins to process. 

 
 

 
 
 
7. Your trip has been cancelled. Click on Return 

to Travel Center. 
 

 Cancellation numbers are stored with the cancelled 
trip information in the Trip Library.  

Cancellation numbers can be retrieved at any time. 
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Section 6: Trip Templates 
If you make the same reservation frequently, create a trip template to save time. The 
next time you book the trip you will only have to change the dates and perhaps travel 
times.  Templates are individual to the user. 

Create a Template From an Upcoming Trip 
How to…  Additional Information 

 

  
1. From Upcoming Trips on the My Concur  page 

click on the trip you want to make a template 
from. 

2. Select Create Template. 

3. Click OK. 

 The Trip Actions dropdown menu appears. 

 

 

Make a Template Using the Templates Menu 
How to…  Additional Information 

 
1. Click the Travel tab from the My Concur page.  The Travel Menu opens. 

 
 

 
 
2. Click on Templates. 

3. Click on +Add New Template. 

 The Travel Templates menu opens. 
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Section 6: Trip Templates 
Make a Template Using the Templates Menu (continued) 
How to…  Additional Information 

 

 
 
4. Enter a unique name in Template Name. 

5. Enter a description of the template in 
Description. 

6. Select one of the three options for creating a 
template. 

  

 

 

• Start from an empty template. – You 
are starting from scratch. 

• Record Locator – use the Record Locator 
number (stored in Trip Library) from a past 
trip with all the correct travel components. 

o Enter the Record Locator Number 

• Existing Trip Template – use an existing 
Trip Template to build from. 

o Select the existing Trip Template 
from the dropdown menu. 
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Section 6: Trip Templates 
Make a Template Using the Templates Menu (continued) 
 
How to…  Additional Information 

7. Click Next. 
8. Enter a description of the template in 

Description. 

9. Select one of the three options for creating a 
template. 

 

 

 

 

 

 

 

10. Blank Template: Build the applicable template 
segments – Air, Car and or hotel – for each leg 
of the trip. 

  

 

 

A. Start from an empty template. – You are 
starting from scratch. 

B. Record Locator – use the Record Locator 
number (stored in Trip Library) from a past 
trip including all the travel components. 

o Enter the Record Locator Number 

C. Existing Trip Template – use an existing Trip 
Template to build from. 

o Select the existing Trip Template 
from the dropdown menu. 

 

 
 
  
-OR- 

Record Locator or Existing Template: The 
information from the specific trip or existing 
template will populate the fields. Edit as 
necessary. 
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Section 6: Trip Templates 
Make a Template Using the Templates Menu (continued) 
 
How to…  Additional Information 

 

 
 
Click Save.  The template is saved and can be accessed 

in Templates. 
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Section 6: Trip Templates 

Book a Trip from a Template 
 
How to…  Additional Information 

 
1. Click the Travel tab from the My Concur 

page. 
  The Travel Menu opens. 

 

 
 
 

2. Click on Templates.  The Travel Templates menu opens. 

 
3. Click on Edit to populate your dates for the 

trip and the components (segments, air, car 
or hotel). 

4.  Click on Book to make the reservations. 

5. Follow the prompts until you complete the 
Purchase Tickets prompt, receive the 
Finished message and see the Record 
Locator Number for your trip. 

 Follow the prompts.  
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Section 6: Trip Templates 

Delete a Template  
How to…  Additional Information 

 
1. Click the Travel tab from the My Concur 

page. 
  The Travel Menu opens. 

 

 
 
 

2. Click on Templates.   The Travel Templates menu opens. 

 
3. Click on Edit for the Template you want to 

delete. 
  The Template opens 

 

 

4. Click on Delete Template.   A confirmation window opens. 
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Section 6: Trip Templates 
Delete a Template (continued) 
 
How to…  Additional Information 

 

 

5. Click on OK.   The template is deleted. 
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Section 7: Clone a Trip 
If you have to make the same reservation for a group of people, book the information 
for one traveler then use the clone feature to quickly and easily make the same 
reservation for other travelers you administer without having to re-enter locations, and 
search criteria. The trip you are cloning from MUST be an active upcoming trip in order 
to use the clone feature.  

Create a Cloned Trip 
 
How to…  Additional Information 

   

  

1. From Upcoming Trips on the My Concur  
page click on the trip you want to clone. 

2. Select Clone Trip.  

3. Select the person you are Travel Assistant for 
from the drop down list. 

  The Trip Actions box appears. 
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Section 7: Clone a Trip 
Create a Cloned Trip (continued) 
 
How to…  Additional Information 

4. Edit the check-in/check-out dates if necessary. 

5. Select Next.  
   
 

 

 

6. Click Next again. 

7. Follow the prompts through each segment of 
the reservations on the cloned trip.  Our 
example is a hotel only reservation clone. 

   
 

 
A. The hotel chosen in the original 

reservation will show in a yellow block in 
the Compare List area. 

B. Click on Choose Room and select the 
room type and rate. 
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Section 7: Clone a Trip 
Create a Cloned Trip (continued) 
 
How to…  Additional Information 

C. Click Reserve   The Trip Payment Information box may open. 

 

D. Click Reserve Hotel. 

E. Follow the prompts for any other 
segments such as air or car 
reservations. When reservation 
segments are complete. 
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Section 7: Clone a Trip 
Create a Cloned Trip (continued) 
 
How to…  Additional Information 
8. Click Next at the bottom of the Travel 

Details page. 
   
 

 

  The Trip Booking Information page appears. 

 

9. Enter a trip description 

10. Click Next at the bottom of the Trip 
Booking Information page. 

11. Click Confirm Booking at the bottom of 
the Trip Confirmation page. 

   
 

 

   

The Trip Confirmation page appears. 

 

The Finished page appears which shows your record 
locator number and the details of the trip. 
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Section 8: Share a Trip  
If you make travel arrangements and you think there is someone you might like to 
share the information with so they can make reservations on their own, use the Share 
Trip feature.   

How to…  Additional Information 
 

 

1. From Upcoming Trips on the My Concur page 
click on the trip you want to share. 

2. Select Share Trip. 

3. From the dropdown list next to “Share this trip 
with:” select a person you administer for OR 
click on Share and type in the last name of the 
person you want to share the trip with. 

4. Enter any comments in Invitation Comments. 

5. Click Share Trip. 

 The Trip Actions dropdown menu appears. 

 

 

NOTE: The list of matches displays results from all 
Agencies subscribed to the GTE system. However, 
the list displays full name and Agency.  

 

 

 
 

OR 
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Section 9: Trip Library 
How to…  Additional Information 

 
1. Click the Travel tab from the My Concur page. 

2. Click on Trip Library. 

3.  The Travel Menu opens. 

The Trip Library opens. 

 

 
 
 

4. Enter the date range of the trips you want to 
view. 

5. Click in the box next to Include Withdrawn 
Trips. 

6.  Or you can enter a specific Record Locator 
Number in the Search Value field. 

This allows you to view ALL entries made not just 
the ticketed ones. 

 

 
 

7. Click on Search. 8.  The information you requested will be returned. 

 

 
 

8. Click on Actions. 9.  The Trip Actions box for any specific trip will open. 
The actions available depend on the status of the 
trip. For example, Clone only appears if the trip has 
not begun. 
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Section 9: Trip Library 
How to…  Additional Information 

 
If you click on a cancelled/withdrawn trip 
instead of the Trip Actions box you will see the 
following: 

 

10   The Trip Library stores all the information about a 
trip including the original confirmation numbers AND 
any cancellation numbers. 
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